Learn how to create and manage events within the Customer Relationship Management Application.



You can do the following with an Event:

Invite current Contacts. |
Assign Tasks to employees. I

Outline those Responsibilites. |
Create a Recurring Event. |

By creating an event, you are able to:
-Invite current contacts to events.
-Assign tasks for events to sepcific employees
-And create a recurring event.




Events « | | + Add New E | Erid Columns
Subject Status . Descriptian
All Events r I
Cancelled
Complsted

Flanning Stage
Postponed

Scheduled

MNotes

[ Transactions

:}I.l Reports

m e

To begin, select the ‘Event’ tab, then select the ‘Add New’ button to create a new Event.



Event - Untitled =

r[a Save and Close ] |[|ﬁ Recurrence... ]

Event Detail R
Subject |

Assigned Tasks owner | Alex Sherman

Hotes Status [

Start Date | Friday, March 05, 2010 -|| 10:29:18 &AM I:| [_| all Day Event

End Date | Friday, March 05, 2010 '|| 10:29:18 AM I:|

Recurrence

Description

# Invites ] | |

Additional eMails

* Seperate email addresses with a ')’

The ‘Event’ window will then appear. First, add the subject or name of the
event in the field shown.



Event - Untitled

.-[Q Save and Close ] I[I.‘ Recurrence... ]

Event Detail

Suhiecl:|
Assigned Tasks owner | Alex Sherman
Notes Statusl x I

Cancelled

= | Completed
Flanning Stage
Fostponed
Scheduled

Add the Status.

Location |

Purpose I

Client Relations
Community Relations
Entertain Prospect
Public Relations

Select Purpose.

I & Invites H

Additional eMails

* Seperate email addresses witha "',

Then add the location of the event, along with the current status of and
purpose of the event. If none of the options for ‘Status’ or ‘Purpose’ fit your
needs, you are able to edit and add these values through the ‘Admin’ tab

under maintenance.



Event - Untitled

.-[a Save and Close ] | [h‘ Recurrence... ]

Event Detail

Assigned Tasks

Motes

Subject | Launch Event

owner | Alex Sherman

Status [ Scheduled

Location | Home Office |

F'urpn:nse[ Public Relations - J

Start Date | Friday, March 05, 2010

End Date|
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Select the Start Date and End Date for

the Event.

I & Invites H

Additional eMails

* Seperate email addresses with a8 ';".

After selecting the status and purpose, you may select the Start and End
dates of the event which will appear on your main calendar.




Event - Untitled

-'[a Save and Close ] I[l’.‘ Recurrence... ]

Event Detail B

Sub]ncl:| Launch Event
Assigned Tasks Cwner | Alex Sherman | Location | Home Office |
Notes Status[Scheduled - ] F‘urpnse[ Public Relations - ]

Start Date | Friday, March 05, 2010

-|| 12:38:55 PM :| [] &Il Day Event

End Date | Friday, March 05, 2010

-||12:33:55 PM ‘|

-

Recurrence

Description

Description of the Event is placed here for employes

Add description here.

[ & Invites ]|

Additional eMails

* Seperate email addresses with a '}’

Next, if necessary, you may add a description for the event.




Event - Untitled E3

rIQ Save and Close | |[u‘ Recurrence... ] |

Event Detail B
Subject | Launch Event |

Assigned Tasks Dwner|ﬁ.lex Sherman | Location | Home Office |
Notes Status [ Scheduled - J F'urpu:use[ Public Relations - J

Start Date | Friday, March 05, 2010 - || 12:38:55 PM ::| [_| All Day Event

End Date | Friday, March 05, 2010 - || 12:38:55 PM ::|
Recurrence
Descripticn

Description of the Event is placed here for employees to view. Or to remind the owner.

@' Invites [ Select to 'Invite' Contacts. |

Additional eMails

* Seperate email addresses with a ';".

To invite any contacts to the event, click the ‘Invite’ button.




1. Select the cotact you
wish to add.

Contacts b3
Search:
MName eMail Address

- .
0 John Doe asherm34@gmail.com

B lake Jilling jjilling@yzahco.com

M lake Doe asherm34@gmail.com

A | 1ake Jilling jiilling@yahco.com

2. Select 'Add'. -=| | jilling@yahoo.com

3. Then click ok.

To notify your contacts about the specific event you are creating, select
the contact, click add, then ‘OK’ to initiate an eMail that the contact will
receive about the event.



Event - New Event EE

ST ||@ Recurrence... | Select to create a '‘Recurring’ Event. | PEnch b ]

Event Detail .
Subject | New Event
Assigned Tasks -Dwner|AIex Sherman | Location | |
Status [Sch eduled - ] Purpose [ Client Relations - ]

Aszsigned Tasks

Start Date|Wednesday, February 24, 2010 - || 11:23:34 PM :| |:| All Day Event
Motes

End Date|Wednesday, February 24, 2010 - || 11:23:34 PM :|
Recurrence
Description

& Invites ] | asherm34@amail.com |

Additional eMails

* Seperate email addresses with a ;.

If you would like to make a specific event recurring on a weekly or monthly
basis, you are able to do so by selecting the ‘Recurrence’ button at the top of
the window.




Event Recurrence &

Repeats:
i*! No Recurrence

i) Annual |
) Quarterly

I Monthly

) Weekly

I Daily

|
l Cancel H Ok ]|

After selecting the ‘Recurrence’ button, you are then able to choose how
often an event will reappear. Once you are finished, click the ‘OK’ button
to return to the main screen.



Event - Untitled B
k=l Save and Close | ¢ Click 'Save and Close". |4 cancel
Event Detail R
Subject | launch Event |

Assigned Tasks Dwner|AIex Sherman | Locaticn | Home Office |
Notas Status [ Scheduled r ] F‘urpu:use[ Public Relations r ]

Start Date |Friday, March 05, 2010 - || 12:38:55 PM ::| |:| All Day Event

End Date |Friday, March 0%, 2010 - || 12:38:55 PM ::|
Recurrence
Description

Description of the Event is placed here for employees to view. Or to remind the owner.

I #' Invites ]|ashen1134@gmail.c-:rm

Additional eMails

* Seperate email addresses with a ;.

Once you have completed adding in the information for your event, be sure to
click ‘Save and Close’ to save the ‘Event’.
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Your new ‘Event’ will then appear in your main calendar.




I o= Add New | % search | | | | Grid Columns | Total Records: 3

Subject Status Purpose Location Start Date End Date Description
-  New Event y | Scheduled  Client Relations 3/27/2010  3/27/2010
ér;""‘-—:.__. | escription of the Event is placed here ...
Wiew Details [ r
#- Spring Launch Event  Scheduled Public Relations | Atlanta 4/5/2010 4/6/2010 | This event should help improve the publi...

Your new ‘Event’ will also appear in your ‘Event’ list. To add or edit any
information to an existing event, you may select the ‘Event’ and click
the ‘View Detalls’ button to continue.



Event Form: Launch Event

[Q Save and Close ]|[u Recurrence... ]

[” Delete Record ]|[M Cancel ]

Event Detail

Azsigned Tasks

You may also add

e Office |

wblic Relations A ]

specific notes to a MNotes

particular event. Start Date: | Friday, March 05, 2010

-|| 5:38:55 PM i:‘ [] all Day Event

End Date: | Friday, March 05, 2010

-||5:33:55 PM i:‘

Recurrence:

Description: | Description of the Event is placed here for employees to view. Or to remind the owner.

[ @ Invites ”

* Seperate email addresses with a ;"

You are also able to assign tasks to employees and add specific notes to a

particular event.
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